State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 8100-1139-xxx 50003316 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD DIRWM/SRO/Administrative Branch
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Yen Huynh Administrative Officer Il, RA
APPROVED BY (Personnel Analyst's Name) DATE
SS 10/28/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the direction of the Administrative Branch Chief, the Office Technician performs advanced
and difficult journey level tasks for the Division of Integrated Regional Water Management,
Southern Region Office (SRO). Incumbent must demonstrate a high degree of initiative,
independence, and originality in performing assigned tasks with the ability to use good judgment
and tact; and recognize high priority in exercising discretion in confidential matters.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others at all levels within the
Department. Requires attention to detail; ability to work under pressure and time constraints;
handle changing priorities; ensure that a high level of quality service is being provided to
Management staff. Additionally, the incumbent must maintain consistent, regular, and predictable
attendance. The specific essential functions are:

45% Provide clerical and administrative support to the SRO Chief, Administrative Branch Chief, Water
Management Branch Chief, and Resources Assessment Branch Chief in the Southern Region
Office. Using a variety of software programs such as Microsoft Word, Excel, Outlook, and Power
Point, review and prepare memoranda, letters, reports, and other documents from written material.
Type all outgoing correspondence and documents that may have been prepared by other staff
members for the signature of the Chief or higher levels of the Department. Ensure conformance
with Departmental standards, consistency with administrative policy, as well as format, surname
signatures, and grammatical construction and spelling are accurate. As assigned by the SRO
Chief, handle the Chief's calendar, schedule appointments, and arrange meetings with
departmental staff, public or private organizations, and other State, local, or federal agencies.
Process all the SRO Chief's incoming correspondence, mail, electronic correspondence, and phone
calls. Screen for priority action and where appropriate, redirect to staff to reply. Independently
tracking of assignment progress; follow-up; and in accordance with general instruction, compose
correspondence and status reports on a wide range of subjects which requires a thorough

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Yen Huynh >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 8100-1139-xxx 50003316 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

TBD DIRWM/SRO/Administrative Branch

Percent of
Time

Activity

25%

10%

10%

10%

knowledge of the procedures and policies of the Department. Research and provide background
data as needed. Makes travel arrangements; prepares in-State and out-of-State travel expense
claims, conference attendance requests, and training requests for the Chiefs in compliance with
Division of General Services standards and guidelines.

Develop, establish, and maintain confidential and administrative files. Exercise mature judgement
and initiative with the ability to maintain confidentiality of information in connection with the duties
performed. Retrieve, gather, centralize and maintain SRO files and records both in paper and
electronic version which will require the use of Documentum, SAP and other office software and
equipment. Responsible for all timekeeping related processes for SRO such as keeping record of
staff's absent request, flextime accumulator, and making any corrections and edits that may be
required.

Act as back up person for all requests for training, seminars and conferences for Branch and other
Region Office employees which may include the following: Completes requisition for purchase
order, or cash in advance request, and work with employees on other forms of reimbursement for
training and travel costs. Enter training request and requisition in SAP to acquire a purchase order.
Enter information into SAP to enroll employees in DWR training courses; and assist with
enrollment in outside training. Completes Service Entry Sheets in SAP and mail completed
documents to accounting for payment. Enter all training requested by the employees during the
A&D process into SAP; this information is used by the Training office to schedule classes for the
upcoming year. Travel to Sacramento periodically for training classes. This may require boarding
different means of transportations such as airline, shuttle, bus, or driving a vehicle on public
roadways or in the field on uneven terrain.

Screens and redirects calls from public agencies, vendors, private sector, and individuals.
Receives visitors and telephone calls and refers them to appropriate staff members; responds to
telephone and personal inquiries which do not necessitate the attention of the SRO Chief. This
utilizes considerable judgement in providing factual information in response to inquires. Perform
other clerical duties that may be requested from the Chiefs.

Responsible for meeting preparation, including securing meeting location, development of agenda,
preparation and distribution of meeting notes, background materials as applicable, and identifying
equipment needed. Responsible for tracking and distributing cell phones and SRO vehicles.
Provide coverage for other clerical staff in their absence to ensure that all administrative processes
are covered.

All employees are expected to complete time recording documentation, administrative documents
to support program purchases, contracts, travel, and meetings by the required deadlines. This
documentation should be of such clarity and completeness that it provides the department and
program with defensible information in an audit.
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SPECIAL REQUIREMENTS
Must possess a valid California Drivers License with a good driving record, as travel will be
required. Overtime may be required, based on work needs.

PHYSICAL REQUIREMENTS

1. Stamina and ability to sit for long periods of time.

2. Ability to work in an office with artificial lighting.

3. Adaptable to varying temperature throughout the building.

4. Work independently or in a group setting.

5. Perform multiple tasks with accuracy, precision, and neatness.

6. Strength and ability to move, push, and pull up to 25 pounds.

7. Ability to stand, bend, pull, push, stoop, reach and stretch.

ABILITIES TO:

1. Use a computer to draft reports, memorandums, and letters.

2. Excellent word processing and report preparation skills.

3. Strong computer skills in Microsoft Word, Excel, Power Point.

4. Excellent editing skills, including punctuation, grammar and spelling skills.
5. Maintain an MS Outlook calendar.

6. Be organized and detail oriented.

7. Communicate effectively with all levels of staff (verbally and in writing).
8. Adapt to changes in assignments and priorities.

9. Scan, fax and e-mail documents.
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45%
	activity: POSITION SUMMARY
Under the direction of the Administrative Branch Chief, the Office Technician performs advanced and difficult journey level tasks for the Division of Integrated Regional Water Management, Southern Region Office (SRO).  Incumbent must demonstrate a high degree of initiative, independence, and originality in performing assigned tasks with the ability to use good judgment and tact; and recognize high priority in exercising discretion in confidential matters.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others at all levels within the Department.  Requires attention to detail; ability to work under pressure and time constraints; handle changing priorities; ensure that a high level of quality service is being provided to Management staff.  Additionally, the incumbent must maintain consistent, regular, and predictable attendance.  The specific essential functions are:

Provide clerical and administrative support to the SRO Chief, Administrative Branch Chief, Water Management Branch Chief, and Resources Assessment Branch Chief in the Southern Region Office.  Using a variety of software programs such as Microsoft Word, Excel, Outlook, and Power Point, review and prepare memoranda, letters, reports, and other documents from written material. Type all outgoing correspondence and documents that may have been prepared by other staff members for the signature of the Chief or higher levels of the Department.  Ensure conformance with Departmental standards, consistency with administrative policy, as well as format, surname signatures, and grammatical construction and spelling are accurate.  As assigned by the SRO Chief, handle the Chief's calendar,  schedule appointments, and arrange meetings with departmental staff, public or private organizations, and other State, local, or federal agencies.  Process all the SRO Chief's incoming correspondence, mail, electronic correspondence, and phone calls.  Screen for priority action and where appropriate, redirect to staff to reply.  Independently tracking of assignment progress; follow-up; and in accordance with general instruction, compose correspondence and status reports on a wide range of subjects which requires a thorough 
	classification: Office Technician (Typing) 
	appointee: Vacant
	dwr position number: 8100-1139-xxx
	sap personnel no: TBD
	sap position number: 50003316
	division: DIRWM/SRO/Administrative Branch
	mcr: 1
	percent2: 
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	activity2: knowledge of the procedures and policies of the Department.  Research and provide background
data as needed.  Makes travel arrangements; prepares in-State and out-of-State travel expense claims, conference attendance requests, and training requests for the Chiefs in compliance with Division of General Services standards and guidelines.  

Develop, establish, and maintain confidential and administrative files.  Exercise mature judgement and initiative with the ability to maintain confidentiality of information in connection with the duties performed.  Retrieve, gather, centralize and maintain SRO files and records both in paper and electronic version which will require the use of Documentum, SAP and other office software and equipment.  Responsible for all timekeeping related processes for SRO such as keeping record of staff's absent request, flextime accumulator, and making any corrections and edits that may be required.  

Act as back up person for all requests for training, seminars and conferences for Branch and other Region Office employees which may include the following: Completes requisition for purchase order, or cash in advance request, and work with employees on other forms of reimbursement for training and travel costs.  Enter training request and requisition in SAP to acquire a purchase order.  Enter information into SAP to enroll employees in DWR training courses; and assist with enrollment in outside training.  Completes Service Entry Sheets in SAP and mail completed documents to accounting for payment.  Enter all training requested by the employees during the A&D process into SAP; this information is used by the Training office to schedule classes for the upcoming year.  Travel to Sacramento periodically for training classes.   This may require boarding different means of transportations such as airline, shuttle, bus, or driving a vehicle on public roadways or in the field on uneven terrain.  

Screens and redirects calls from public agencies, vendors, private sector, and individuals.   Receives visitors and telephone calls and refers them to appropriate staff members; responds to telephone and personal inquiries which do not necessitate the attention of the SRO Chief.  This utilizes considerable judgement in  providing factual information in response to inquires.  Perform other clerical duties that may be requested from the Chiefs.

Responsible for meeting preparation, including securing meeting location, development of agenda, preparation and distribution of meeting notes, background materials as applicable, and identifying equipment needed.  Responsible for tracking and distributing cell phones and SRO vehicles.  Provide coverage for other clerical staff in their absence to ensure that all administrative processes are covered.


All employees are expected to complete time recording documentation, administrative documents to support program purchases, contracts, travel, and meetings by the required deadlines.  This documentation should be of such clarity and completeness that it provides the department and program with defensible information in an audit.

	percent 3: 
	activity3: SPECIAL REQUIREMENTS
Must possess a valid California Drivers License with a good driving record, as travel will be required.  Overtime may be required, based on work needs. 

PHYSICAL REQUIREMENTS
1.  Stamina and ability to sit for long periods of time.
2.  Ability to work in an office with artificial lighting.
3.  Adaptable to varying temperature throughout the building. 
4.  Work independently or in a group setting.
5.  Perform multiple tasks with accuracy, precision, and neatness.
6.  Strength and ability to move, push, and pull up to 25 pounds.
7.  Ability to stand, bend, pull, push, stoop, reach and stretch.

ABILITIES TO: 
1.   Use a computer to draft reports, memorandums, and letters.
2.   Excellent word processing and report preparation skills.
3.   Strong computer skills in Microsoft Word, Excel, Power Point.
4.   Excellent editing skills, including punctuation, grammar and spelling skills. 
5.   Maintain an MS Outlook calendar.
6.   Be organized and detail oriented.
7.   Communicate effectively with all levels of staff (verbally and in writing).
8.   Adapt to changes in assignments and priorities.  
9.   Scan, fax and e-mail documents.

 
	supervisor name: Yen Huynh
	employee name: 


